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This is an internal document for Charley Chau staff that outlines the processes that we 
have put in place following a comprehensive Covid-19 risk assessment that is reviewed 
every month as a minimum. The processes and guidance issued to all Charley Chau staff 
are designed to minimise the transmission risk of Covid-19 as much as possible to 
ensure that our workplace remains a Covid-19 Secure environment to the best of our 
collective efforts as a team.  
As at 19 July 2021, England has moved into Step 4 of the UK Government’s “Roadmap out of 
lockdown” (https://www.gov.uk/government/publications/covid-19-response-spring-2021/covid-
19-response-spring-2021-summary#step-4---not-before-21-june).  
The Government has removed many of the legal restrictions that were designed to contain and 
control the spread of the Covid-19 virus. The focus is now being placed on individuals to take 
personal responsibility for managing risk. 
As a small team, we need to continue to be mindful of the very real risk of the spread of Covid-
19 to protect each other and keep our workplace safe. 

1. PERSONAL RESPONSIBILITY 

1.1. STAY UP TO DATE WITH GOVERNMENT ADVICE 

Coronavirus remains a serious health risk. It’s important to stay cautious and help 
protect yourself and others - that includes other members of our team and their families. 
While the majority of restrictions have been lifted in England, the Government continues 
to issue advice. Please make sure that you stay up to date: 
https://www.gov.uk/guidance/covid-19-coronavirus-restrictions-what-you-can-and-
cannot-do  

1.2. BASIC ADVICE FROM THE GOVERNMENT 

In England: 

• Meet up outside or if you’re indoors open windows or doors if you have visitors. 
• If you think you might have COVID-19 symptoms, take a PCR test and stay home. 
• Wear face coverings in crowded places to help protect others. 
• Check in with the NHS COVID-19 app when you’re out. 
• Wash your hands regularly and for at least 20 seconds with soap. 
• Get vaccinated if you are 18 or over. 

1.3. GET VACCINTED  

All residents of England over the age of 18 are able to get the Covid-19 free of charge: 
https://www.nhs.uk/conditions/coronavirus-covid-19/coronavirus-vaccination/who-can-
get-the-vaccine/    
Please ensure that you are vaccinated at the earliest opportunity. We strongly 
encourage all of our team to have both Covid-19 vaccinations - we are a small team, all 
of us have elderly parents, and we think it is the right, and responsible thing to do.  
The company is happy for you to book two half days off work to have the Covid-19 
vaccination - it will be paid time as usual and you will not need to use your holiday days. 
For example you could book the vaccination for the afternoon and take the whole of the 
afternoon off work.  

https://www.gov.uk/government/publications/covid-19-response-spring-2021/covid-19-response-spring-2021-summary#step-4---not-before-21-june
https://www.gov.uk/government/publications/covid-19-response-spring-2021/covid-19-response-spring-2021-summary#step-4---not-before-21-june
https://www.gov.uk/guidance/covid-19-coronavirus-restrictions-what-you-can-and-cannot-do
https://www.gov.uk/guidance/covid-19-coronavirus-restrictions-what-you-can-and-cannot-do
https://www.nhs.uk/conditions/coronavirus-covid-19/coronavirus-vaccination/who-can-get-the-vaccine/
https://www.nhs.uk/conditions/coronavirus-covid-19/coronavirus-vaccination/who-can-get-the-vaccine/
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1.4. HOME TESTING - LATERAL FLOW TESTS 

NHS England are advising that we all take lateral flow tests regularly (2 - 3 times per 
week) even if we don’t have symptoms of Covid-19: 
https://www.nhs.uk/conditions/coronavirus-covid-19/testing/regular-rapid-coronavirus-
tests-if-you-do-not-have-symptoms/  
Lateral flow tests can be ordered free of charge at: 
https://www.gov.uk/order-coronavirus-rapid-lateral-flow-tests 

1.5. INSTALL AND ACTIVATE THE NHS TRACK & TRACE APP 

The company is encouraging all staff to install and activate the NHS tack and trace app. 
It’s clear that as restrictions have been eased, the infection rate is rising rapidly, 
particularly in Greater Manchester. The NHS track and trace app is one way of knowing 
if you are at high risk of being infected with Covid-19 following close contact with 
someone who has tested positive.  

1.6. STAY AT HOME IF YOU ARE PINGED BY THE NHS TRACK AND TRACE APP AND 
TOLD TO SELF-ISOLATE  

If you are pinged via the NHS Track & Trace App and told to self-isolate please stay at 
home and complete the self-isolation and follow all guidance issued to you via the app. 
Please note that the company will pay statutory sick pay for all qualifying days off work if 
you are pinged by the NHS Track & Trace App and told to self-isolate.  

1.7. STAY AT HOME IF YOU HAVE SYMPTOMS OF COVID-19 

If you have any symptoms of Covid-19, do not come into work. Stay at home, arrange to 
have a PCR test, and self-isolate for a minimum of ten days from when your symptoms 
started. The symptoms of Covid-19 are: 

• a new continuous cough; 
• a high temperature; 
• a loss of, or change in, your normal sense of taste or smell. 
Read the Government’s stay at home guidance: 
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-
home-guidance-for-households-with-possible-coronavirus-covid-19-infection 
If you have any symptoms of Coronavirus you should arrange to have a free Covid-19 
PCR test immediately: https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-
tracing/get-a-test-to-check-if-you-have-coronavirus/ 
In addition, you should also get a test if: 

• you’ve been asked to get a test by a local council; 
• you’re taking part in a government pilot project; 
• you’ve been asked to get a test to confirm a positive result; 
• you’ve been altered that you have been in a venue where other people have tested 

positive for Coronavirus.  
Please call Jenny or Christine to let her know that you are not able to come into work 
and to discuss next steps.  
Please note that the company will pay statutory sick pay for all qualifying days off work if 
you have to self-isolate because you have symptoms of Covid-19. 

https://www.nhs.uk/conditions/coronavirus-covid-19/testing/regular-rapid-coronavirus-tests-if-you-do-not-have-symptoms/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing/regular-rapid-coronavirus-tests-if-you-do-not-have-symptoms/
https://www.gov.uk/order-coronavirus-rapid-lateral-flow-tests
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-a-test-to-check-if-you-have-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-a-test-to-check-if-you-have-coronavirus/
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1.8. STAY AT HOME IF A MEMBER OF YOUR HOUSEHOLD HAS SYMPTOMS OF 
COVID-19 

If a member of your household has any symptoms of Covid-19 you must stay at home 
and self-isolate for a full 10 days from when that person first showed symptoms of Covid-
19, even if you have no symptoms of Covid-19. The 10 day period starts from the day 
when the first person in your household became ill. Do not come into work. Call Jenny or 
Christine to discuss next steps. 
If you subsequently develop symptoms of Covid-19 while you are self-isolating, you 
should “reset the clock” and self-isolate for seven days from the day you started to show 
symptoms of Covid-19. You should also arrange to have a Covid-19 test.  
Full guidance: https://www.gov.uk/government/publications/covid-19-stay-at-home-
guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-
infection 
Please note that the company will pay statutory sick pay for all qualifying days off work if 
you have to self-isolate because someone in your household has symptoms of Covid-19. 

1.9. IF YOU ARE CONTACTED TO BY AN NHS CONTACT TRACER UNDER THE UK 
TEST & TRACE SCHEME  

If you are contacted by an NHS contact tracer under the UK Test & Trace Scheme you 
should follow the guidance that they give to you. 
If the contact tracer advises you to stay at home and self-isolate then you should do so – 
do not come into work. Call Jenny or Christine to discuss next steps. 
Full guidance: https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-
coronavirus/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-
coronavirus/ 
Please note that the company will pay statutory sick pay for all qualifying days off work if 
you have to self-isolate because you have been asked to do so by an NHS Contact 
Tracer.  

1.10. RETURN TO WORK FOLLOWING A COVID-19 PCR TEST 

Your return to work will be managed in line with the relevant Government guidance and 
depends on various factors including the actual result of your test, your health and well-
being, and the health and well-being of others in your household or support bubble: 
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/what-your-
coronavirus-test-result-means/ 
If you return to work after a positive Covid-19 test (after satisfying all of the relevant 
Government guidance) you must continue to follow the Government guidance on 
minimising transmission risk (hands, face, space, etc,) as people can still carry the 
Covid-19 virus and infect other people with the virus even after recovering from their own 
infection. 

2. REDUCING TRANSMISSION RISK IN OUR BUILDING 

While the Government has moved England into “Step 4” the Government is urging 
caution as Covid-19 is still a very real risk. Therefore we are asking all staff to continue 
to support our efforts to keep our whole team safe from the risk of spreading Covid-19 in 
the workplace. 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/what-your-coronavirus-test-result-means/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/what-your-coronavirus-test-result-means/
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2.1. MAINTAIN GOOD HAND HYGIENE 

Continue to practice good hand hygiene. There is hand sanitiser by the front door 
(please sanitise your hand as you enter the building) and in every room in the building. 
Personal bottles of hand sanitiser have also been supplied to each member of the team. 
Regular hand-washing (for at least 20 seconds with hand soap) is also encouraged. 

2.2. GIVE OTHERS SPACE  

While the formal regulations on social distancing have been removed, please bear in 
mind that staying 2 metres apart from all other team members, or at least 1m with 
additional precautions such as face mask or sneeze screen, is still a very good idea in 
terms of minimising any transmission risk 

2.3. FACE COVERINGS 

Wearing a face covering at work is not mandatory for team members. However, we will 
be asking all third parties entering the building to wear a face covering if no clinical 
reason prevents them from doing so. 

2.4. ACCESS TO THE BUILDING 

Access to our building will continue to be for members of staff only. Essential contractors 
will be allowed access by prior arrangement and approval by the Directors e.g. 
electrician, gas engineers, etc. Third parties will be asked to wear a face covering in the 
building unless a clinical reason prevents them from doing so.  
All areas of work will be thoroughly cleaned and disinfected after the third party has 
completed their work. Any third party that enters our building will be required to provide 
their name, address, email address and phone number for contact tracing purposes.  

2.5. DESIGNATED DESKS & EQUIPMENT FOR INDIVIDUAL USE  

We will retain our policy of designated desks and equipment for individual use to 
minimise having multiple people touching the same items.  
Each member of staff has a designated desk with sneeze screens set up around each 
desk. Each designated desk space is also equipped with one set of drawers for 
individual use. Please do not sit at someone else’s desk space or touch or use any of 
the equipment within someone else’s desk space. 
Each member of staff should put together their own set of personal equipment. For 
example:  

• PC / laptop 
• Keyboard 
• Mouse  
• Phone handset (marked with individual’s name)  
• Food utensils (crockery, cutlery, cups, glasses) 
• Pens, pencils 
• Notebooks 
• Stapler 
• Scissors 
• Sellotape dispenser 
• Tape guns 
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• Sharp craft knife  
• Any other items that may be used regularly  
These items should be stored within your designated desk space and assigned chest of 
drawers. If taking individual-use items into a shared workspace, please remove them 
when you leave the area. 
Please do not touch or use the individual-use items of another member of staff, even if 
they are in your way – ask the relevant member of staff to remove them and maintain 
social distancing. 

2.6. MAINTINAING GOOD AIR CIRCUALTION 

Clinical grade air purifiers have also been installed in our shared workspaces - the first 
floor office and the packing room. In addition, the following help to reduce transmission 
risk. please: 

• Keep the office doors open to minimise the need to touch the door handles and to 
allow good air flow 

• Ensure that the air filtration machines are switched on - as well as HEPA grade 
filters, the air filtration machines have UVC lamps that kill virus particles 

• Open windows if possible to aid good air flow 

2.7. USING SHARED SPACES  

When working in shared spaces, such as the warehouse or packing room, or using 
shared facilities such as the kitchen or WCs: 

• Wash your hands or use hand sanitiser before entering the space/using the facilities 
• Give each other space  
• Clean down any tools / equipment that you’ve used with disinfectant when you’re 

done  

2.8. WORKING FROM HOME 

Charley Chau operates a flexi-working policy, for all roles where it is possible to do the 
job effectively from home, and will continue to do so regardless of the Covid-19 situation. 
 

If you have any questions or feedback on our Covid-10 policy please contact ask Christine or 
Jenny. 
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